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5.6. In communicating the sanctions to parts of projects
accorded under the provisions of paragraphs 5.4 and 5.5, the
sanctioning authority should also intimate to the Audit Officer
the amount administratively approved for the whole project.

II—CoMMENCEMENT OF WORK IN ANTICIPATION OF THE
OrpDERS ON THE PuBLic Works BUDGET

S5.7. Pending receipt of intimation of the budget grant for
the year, disbursing officers in the Public Works Department
are authorised to undertake work and incur expenditure, sub-
ject to the following limits :—

I. All original works in progress at the end of the
previous financial year may be continued.

II. All original works for which an appropriation was

~ made under proper authority in the b estimate
of the past year, but which may not have been
begun in that year, may be commenced in the new
year ; the expenditure on account of any such
work, in anticipation of orders on the “budget
u}titlll;atc, not being allowed to exceed %e amount
of the ijous year's appropriation or amount
cnteref?n“ the budget estrmntc of the current vyear,
whichever is less.

III. Expenditure may be incurred on annual repairs to
the extent of the previous year's allotment under
each of the budget sub-heads, provided that it
does not exceed that entered in the budget estimate
of the current year.

1V. diture may be incurred under ‘Pay of Officers’
and ‘Pay of Establishment’ according to the scales
sanctioned and provided for by the vote of the
Punjab Legislative Assembly in the current year :
also for casual temporary establishment at the
average monthly rate of the current year.

V. Ex iture on traumllm%'e allowance, contingencies
and tools and plant may be incurred at the average
monthly rate of the previous year.

MoTE.—As a matter of course all expenditure incurred under these rules in
agticipation of sanction to the annual budget cstimate must be treated as a
charge against the grants eventually made.
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B—POWERS OF GOVERNMENT IN THE ADMINIS-
TRATIVE DEPARTMENTS

NoTe.—In the following paragraphs, the term *‘Public Works Department
should be held to include the “Electricity and Industries Depariments” whic

%mcir the powers of an Administrative Depariment in respect of the Electricit
ranch.

| —ADMINISTRATIVE APPROVAL
(a) Residential Buildings other than Ecclesiastical

5.8. Government in the Administrative  Departmer
.concerned may accord administrative approval to the construc
tion, purchase or conversion of buildings required as residence
for o connected with the administration of the provinc
(excluding residences for His Excellency the Governor and thos
required for Ecclesiastical and other Central Departments) u
to the extent and subject to the conditions laid down in seri:
No. 6 of paragraph 19.19, Book of Financial Powers, and 1
accordance with the principles set forth in paragraph 3.23 «
this Code. Administrative approval to cases of expenditu
beyond the limit referred to above will be accorded by Goven
ment in the Administrative Department concerned only wil
the prior concurrence of the Finance Department. The sca
of accommodation appropriate to the status of the prospecti
occupant may be prescribed by Government in accordam
with any standard designs suitable for the wvarious classes ar
grades of Government officers.

(2) Applications for administrative approval for expenc
ture on additions and alterations to existing residential buildin
should be submitted by the Head of Department concerne
giving reason why the proposals are brought forward to Gover
ment in the Public Works Department, Buildings and Roa
Branch, which is the Administrative Department for purpos
of according administrative approyals in such cases. T
above rule, however, does not apgly to the Forest Departme:
—vide Serial No. 7 of paragraph 19.19, B. F. P., in the ca
‘of which applications for administrative ,approval shou

- be submitted to the Administrative Department  concerned.

In the case of Irrigation and Electricity Branches, applic
tions for administrative approval to expenditure' on additio




-

e

235

Chap. V. | POWERS OF SANCTION—GOVERNMENT IN THE [ 58
‘ ADMINISTRATIVE DEPARTMENTS

and alterations to existing residential buildings belonging to the
Branch, giving reasons in support of the proposals, should be
submitted to the Chief Engineer of the Branch concerned, to
whom powers have been delegated under paragraph 20.14 of
the Book of Financial Powers. If the expenditure involved is
beyond the limit of his powers and the proposals are justified,
the Chief Engineer will obtain the approval of Government in
the Administrative Department.

(3) Expenditure on a residential building should, by
strict economy of design, be, as far as possible, confined to such
a figure that the rent as calculated under the Fundamental
Rules shall fall within 10 per cent in the case of major works
and 12} per cent in the case of minor works of the average
emoluments of the class of Government servants who will
usually occupy the building, calculated with reference to the
revised scales of pay, since any outlay in excess of that limit
involves loss to Government.

(4) In the case of an official residence except that of a
menial whether newly constructed, rurcha.ged or hired, punkhas
with their fittings (see paragraph 3.4) may be supplied, if asked
for, in all rooms which are ordinarily used by occupants, such as
office, drawing, dinning, dressing and bed rooms, studies and
boudoirs and maintained by the Government. All other
punkhas such as in the compounds, etc., and fittings should be
provided and maintained by the tenant.

(5) (@) The Government does not undertake to maintain
gardens auached to Government residential buildings (in-
cluding leased buildings) other than those occupied by His
Excellency the Governor, but the cost of planting shade trees,
and of transplanting soil in such portion of the compound as
is meant for a garden, can be del;ited to pugllitgfunds as capital
expenditure on the property. uperintendi Engineers (or
Chief Eﬁur in the case of the Electricity Branch) and Divi-
sional Officers when preparing estimates for the construction of
such buildings should see that the items enumerated below,
or as mﬂ of them as are considered necessary, are provided
for in t —

(7)) levelling ground,
(#) constructing approach roads and culverts,
(i) planting shade trees and hedges,
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(iv) transplanting soil,
(v) sinking a well,

(vi) constructing irrigation channels, and
(vii) erecting boundary pillars.

(b) Ttem (i) includes terracing where  necessary, and
preparing ground for sowing grass, dplanting shrubs, etc., but
the actual sowing and planting should be done by the tenant.

(¢) The cost of items (D), (i) (iv), and (vi) should not
ex Rs. 100 per acre of land includ in the compound.

(d) In the event, however, of no one being either in
occupation of a residence or responsible for the rent, or if the

officer responsible for the rent has received Permmo ion to

reside elsewhere and the residence is unoccupied, the pay of a

suitable establishment, not exceeding one mali or one coolie,

may, with the special sanction of Government in the Public

:vfo&k: rtment, be charged to the annual repair estimate
g-

(6) The provision of fowl-houses and sheds or shelters of
any kind for cows, sheep, ultry, etc., at the expenses of
Government, is not urmna.rll' y admissible, but these restrictions
do not apply to buildings acquired in Simla for the accommoda-
tion of the Punjab Government officials, provided the full rent
on the outlay involved is recovered from the tenant.

NoTe.—The provisions of sub-paragiaphs (3), (4), (5) (b), (c) and (d) and
(6) above do not apply to the residences of His Excellency the Governor.
R

59. Government may, at its discretion, sanction the pro-
vision and maintenance oftmn@smmmumuqiﬁqiﬂmidcm
of Commissioners and other high officials | who ; have m
obligations in the waz' of entertainment, as alsp for any other
‘official mmg:gﬂormhfuhtilmm courts atgem nsi 05~
sary, provided tha athorised limit of the ‘capital icost. ol
the residence admits of the further wnﬁeimﬁhnd that
the rent is increased s0 a8 10 cover both interests on the capital
outlay incurred, and average actual mi ange charges for
the past three years. A Y

l
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The charges which may be admitted in connection with the
provision and maintenance of tennis courts are :—

A—In regard to courts in the plains :—
(1) Construction of the court and of retaining walls

where necessary ;
(2) Surfacing of the court with bajri, grass, cement,
etc., at time of construction.

B—In regard to courts in the hills—

(1) and (2) as in section A above ;

(3) ‘pmvmun and erection of posts and wirenetling
or the purpose of enclosing the court and of
permanently fixed posts for suspending lawn tennis
nets ;

(4) Ipmvisiun and erection of fixtures and appurtenance
or hanging screens ; and
(5) maintenance of items (3) and (4) only.

The cost of providing and renewing tennis nets, the mark-
ing of courts, the provisions of screens, the maintenance of the
surface of the courts and also the maintenance of items (3) and
(4) in section B above, in so far as they relate to the courts in the
plains, should, on no account, be admitted as a charge against
the Government.

MNote.—For the purpose of these rules, the maintenance charges shall be
revised afler every thrée years.

(b) Other Public Works (other than Ecclesiastical)

5.10. Government in the Public Works Depariment and
other Administrative rtments may approve administra-
tively expenditure on public works for their own departments
other than residential buildings or ecclesiastical works up to
the limits and subject to the conditions laid down in serial
Nos. 1—S5 of paragraph 19.19 Book of Financial Powers. In
other cases, concurrence of the Finance Department will be

NECcessary.

NoTe.—The Heads of Depariments and other Local authorities are also
empowered to accord administrative approval to such works, relating to their
respective departments, up to the limits laid down in para 20.14 of the Book of
Financial Powers.
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II—TECHNICAL SANCTION
(@) General

S.11. In the case of works financed partl ly by Government
and partly by contributions, the application of the limits given
in paragraphs 5.12 to 5.25 shall be determined by the following
considerations :—

L. If the work is undertaken by and on the responsibility
of Government, i.e., if Government is to be the
eventual owner of the work, the limits apply only
to the share of the cost which is met by Government.

Il. If the work is undertaken on the responsibility of
a local body, i.e., if the local body 1s to be the
eventual owner of the work, the financial assistance
given by Government is trmtad as a grant-in-aid.
If the local body entrusts the execution of the work
to the Public Works ent in accordance with
the rules for deposit works, that department or any
other subordinate authority to whom such powers
may be delegated, will be responsible for the techni-
cal sanction to the estimate and the provisions of
paragraphs. 2.110 and 2. 112 will apply.

(b) Original Works

5.12. Government in the Public Works Department has
full powers to accord technical sanction to detailed plans and
estimates for projects and other original works other than
central, provided the requisite administrative approval as re-
qulredb}rparagr;ﬁsﬂﬁms .10 and the rules in Appendix V, has
been previously rded by competent authority and the amount
of the estimate does not exceed the figure of admmistratwe appm—

J. "Il'Il br.youd the p&rﬂnsmhle hmm,--vide par;

AR e A 3k L

i i ' 813 No authunty lower I.han qucmmmt, with the

, assent of the 'Finance ‘Department, can sanction an original

mmmie ﬁ:tr an Imgntmn, Hawgntmn, Embankment or
wor
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(2) Government in the Public Works Department, Irriga-
Serial No. 4 of Ruje 1100 Branch, is competent to sanction esti-
9.30fD. F.R. mates chargeable to the open capital account
of a completed project up to the limits given

below :—

(@) Works which are necessary for the full development
of the project, but are not in themselves directly
remunerative (except rest-houses and inspection
bungalows) up to Rs. 1,00,000 for works alone.

(b) Works which are directly remunerative in them-
selves up to Rs. 2,00,000 for works alone.

MoTe. —Estimates for higher amounts will also be sanclioned by Govern-
ment in the Public Works Department after they have received approvai by the
Finance Department.

5.14. Public Works Department Officers in the Punjab
gﬂ”:m S India, have the same powers to accord technical
lri?::“:?:muhnur P.W. gn:uunpm rﬁp?lct %f lcentral civilks'ivorks (in
Bra . Geal. uding Post an elegraph works) as may
(Qagicd MM M. e delegated to them for Provincial works,

5.15. The powers of Government in the Public Works
Department to sanction estimates for military works are

governed by the orders issued by the Central Government.

5.16. The powers of Government in the Public Works
Department as regards technical sanction to Famine Relief
works are the same as for other Provincial Civil Works.

(c) Extensions and Improvements of Irrigation, Navigation,
1 and Drainage Works

5.17. The powers of Government in the Public Works

t to sanction estimates for exten-

Sedial No. 5 of  sions and improvements of Irrigation, Navi-
BER gation, Embankment and Drainage works
which are chargeable to capital are limited to

their powers to accord sanction to works chargeable to the
open capital account of the project. In the case of extensions
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-

and improvements other than expenditure in connection with a
building intended to be used as the residence of a Government
servant, which are chargeable to revenue under Public Works
Account Code, Appendix 4 Statement A, their power of sanction
is limited to Rs. 4,00,000.

Note.—Estimates for higher amounts will also be sanctioned by Govern-
ment in the Public Works Department after they have received approval by the
Finance Depariment.

(d) Renewals and Replacements

5.18. In the case of renewals and replacements of civil

— works, the powers of Government in the

o Public Works Department are the same as
for original works under paragraph 5.12.

5.19. The powers of Government in the Public Works
= Department to sanction estimates for re-
o newals or replacements of Irrigation, Naviga-

tion, Embankments or Drainage works are, in respect of such
portion of the cost as may be chargeable to Capital, the same
as they are empowered to exercise in the case of works chargeable
to the o capital account of the project in question,—vide
paragraph 5.13 (2). In respect of such portion of the cost a:
may be chargeable to revenue, their powers are limited to the
amount given in paragraph 5.17. Should either of thes
limits be exceeded, or should be the aggregate estimated cos
of the works exceed the limit given in paragraph 5.17, th
sanction will be accorded with the concurrence of the Financ

Department.
(e) Maintenance and Repairs

520. Government in the Public Works Depariment |
competent to deal finally with all estimates for bona fide mair
tenance and repairs including special Tepairs. . . b

{__ﬂ_. TE',S.;.:;:lp.“e.rﬂ}'ﬂ'ia'm"y ﬂﬂfi }Rg?#:;;a",ﬁ'sﬁmres

14 821. Government in' the Public Works Department
‘émj to sanction supplementary and rcwseg estimate
provided the amount of the revised estimate and, in the ca
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of supplementary estimates, the amount of the supplementary

estimate when added to that of the original estimate, does not

exceed the amount of administrative approval for the project,

lzxgnnddﬂ;n permissible limit of 5 per cent,—vide paragraphs
7 and 5.24.

522. No excess over a revised estimate sanctioned by
Government in the Public Works Department can be sanctioned
without the concurrence of the Finance Department.

~ 523. In cases where a substantial section of a project
originally sanctioned by Government has been abandoned, the
aggregate assumed cost of the works included in that section
should be excluded from the total sanctioned estimate before
determining the amount of the additional charge or the excess
over the estimate. See paragraph 2.93.

524. Government in the Public Works Department is
empowered to sanction an estimate technically, if the technical
sanction exceeds the amount of the financial sanction by a
sum not exceeding 5 per cent. See also paragraph 2.117.

525. Government in the Public Works Department,
Buildings and Roads Branch, is competent to sanction expendi-
ture in any one year on the maintenance, improvement, etc., of
the two residences of His Excellency the Governor up to the
limits and subject to the conditions laid down in paragraph
3.26 of this Code.

11I—STORES

526. Government in the Public Works Department has
full powers to purchase stores in accordance with the store
purchase rules issued by the Punjab Government,—vide
Appendix VIII.

527. The powers of Government in the Public Works
Nt o ® llll}epann;e:;din regard to the purchai:.sc of
ialMo. 1 ule --vmuc t,n m p"n-:ha“ manu m“_r,:
i and repair of articles included under the
minor “Tools and Plant” except the
purchase of motor vehicles, are restricted to Rs. 40,000 in any
one case. The above limit does not apply in the case of sanc-
tion to an estimate to cover a book transfer from one unit of a
sanctioned Project to another.
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528. Chief Engineers in the Public Works Department
are authorised to write off finally the  irrecoverable value of
stores lost by fraud or the igence of individuals or other
causes up to a limit of Rs. 5,000 in each case, and to write off
losses of stock due to dmﬁun as opposed to actual losses
up to Rs. 25,000 as per Seri Nos. 1 and 2 respectively of para-
graph 19.12 of Punjab Financial Rules.

IV—REMISSION OF DEPARTMENTAL CHARGES

529, Government in the Public Works ent is
Competent to waive recovery of epartmental

paia:  I006 (s charges for Establishment and Tools and Plant
§). B.F. R on non-Government works executed in the
Public Works Department, i the

. actual works outlay is less than Rs. 1,000.

= Mote 1.—These powers have been delegated to the Deputy Chiel Engineer,
| Electricity Branch, and the Superintending Engineers in the Irrigation and the
i B.&R. Branches,—tvide Serial No. 36 of para 20.12, B.F.P.

Note 2—The Government of India having regard to the established con-
| Government of  vention in regard to petty claims as between  different
' India, Finance Governments, have decided that in the case of non-
I Department, No. Government works estimated to cost less than Rs. 1,000

. D.-2016-A., dated which have been exempted (rom the levy of depart-

l 20th September,  mental charges by competent authorily the charge of

y 1928 1| per cent on account uﬁudii and accounts establish-
ment need also not be levied.

;
%‘1 V—MISCELLANEOUS POWERS

5.30. The miscellaneous powers exercised by Government
H in the Public Works Department are detailed in Chapters 9
and 19 of the Book of Financial Powers, Cha&te:s 7 and 26
of the Subsidiary Rules and Chapters 2 and 3 of the Travelling
Allowances Rules, B RS . B N
531. - Powers - of the ~Chief Engineers, Su rintending
* Engineers, Divisional Officers. and. Sub-Divisiona] Officers in the |
- 'matter of according financial and other sanctions, arc given, in' '
Chapters IX and X of Financial Hand book No. ;3,-5..%vcpun-.
mental Financial Rules, Chnﬂttt 27 of the Submdlqi.ry Rules and
Chapter 3 of the Travelling Allowance Rules. : :
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In addition to the above, the Chief and Superintending
Engineers, the uty Chief Engineer, Electricity Branch, and
the Divisional Officers exercise the following powers also—

Chief Engineers

To authorise the undertaking of deposit works without
limit, subject to rules in paragraphs 2.110 to 2.113.

Superintending Engineers

(1) To sanction necessary alterations in the constructive
details of works during their executions, provided that such
alterations do not cause an increase of charge beyond the
limit of their powers to deal finally with excesses over estimates,—
vide Serial No. 26 of paragraph 20.15 B.F.P.

(2) To sanction deposit works up to the limit of
Rs. 1,00,000, provided the rules in paragraph 2.110 to 2.113 are
strictly observed.

(3) To sanction emergent repairs to irrigation or other
works to any reasonable and necessary amount in case of
imminent danger to the structure.

(4) To pass indents on other Departments for articles
required for sanctioned works and to forward indents for
European stores direct to the Director-General of Stores, India
Office for all sanctioned works. See the Store Rules issued

by the Punjab Government (Appendix VIII).

(5). To permit alteration in declared date of birth due to
clerical errors,—vide Article 62 (1) (b) of the Civil Account

Code, Volume 1.
Divisional Officers

(1) To sanction trifling alterations in the constructive
details of work during their execution in case of necessity re-
porting as a general rule, his action to the Superintending
Engml;l:r or Chief Engineer, Electricity Branch, as the- case
may be.




244

51 ] PUBLIC WORKS DEPARTMENT CODE [ Chap. V.

—eee — — i e e e e —

(2) To undertake deposit works up to the following limits
subject to the rules laid down in paragraphs 2.110 to 2.113 :—

—

_— Trrigation Branch ings and Roads Electricity
R Branch
Rs. Rs. Ra,
Selected Officers .- 10,000 10,000 10,000
HMoo-selected Officers 5,000 5,000 5,000

i (3) To purchase or manufacture stock sufficient to kesp
the stock of the Division up to the reserve limit or which may
be requied for use on any sanctioned work (paragraph 4.30).

B _ Note.—In the case of Electricity Brancl the powers of Divisional Officers
- it shall be subject to such restrictions as may, from time to time, be imposed by
| the Chief Engineer under the Central Purchasing Scheme.

L (4) To submit to audit, bills of contingent char%cs of their
- Divisions, excluding special contingencies %;Lruclcs 2 of the
R | Civil Account Code, Volume I), up to a limit of Rs. 600 per
. month, bills exceeding Rs. 600 to be submitted to the Superin-
tending Engineer, as the case may be, for sanction which will
be signified by that officer countersigning the bill.

-t
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APPENDIX 1
(Referred to in paragraph 2.76)

CLASSES OF DEEDS, CONTRACTS
AND THE OFFICERS
FOR AND ON BEH

AND OTHER INSTRUMENTS

AUTHORISED TO EXECUTE THEM
ALF OF THE GOVERNOR OF THE

PUNJAB

A—In the Department of Agriculture

- L]

9. Leases for fishing canals By the Executive En

gincer in charge of

the canal division concerned ; or by any
Sub-Divisional Officer specially app-
ointed by the Executive Engincer for
the purpose.
L - L] L] L]
J—In the Public Works Departmens (Buildings and Roads and Irrigation
Branches)

I Instruments relating to the By Chief Enginecers, Superintending
purchase, supply and con- Engincers, Divisional Officers of
veyance or carriage of the Irrigation Branch, Executive
materials, machinery and Engineers of the Buildings and
Stores, Roads Branch, Electrical i

and (if the value does not exceed

2. Instruments relating to the Rs 2,000) by Assistant or Assis-
execution of Works of all tant Executive Engineers of the
kinds connected with build- LB. and Sub-Divisional Officers
ings, bridges, roads, canals, § of the Irrigation and  Buildings
tanks, reservoirs, embank- and Roads Branches.
ments and protection works -
instruments relating to the
construction of waterworks,
bore-holes, sewage and
drainage works and the
erecting and installation of
machinery and the working
of coal mines.

3. Bonds of acctioneers tnd']
security bonds for the due
performance and completion | By Chief Engincers, Superintending
of Works, Engineers, Divisional Officers of

I the Irrigation Branch, Executive

4. Security bonds for the due Engincers of the Buildings and
performance of their duties r Roads Branch and  Electrical
by Goverrment servants |  Engineers.

whom the officers specified J
have the power to appoint.
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10.

1.

2.

13

Leases for grazing cattle on

canal banks or roadsides,

for fishing in canals, for the

cultivation of land under the
Irrigation Department and

sewage farms ; leases of

water for irrigation and

other purposes and leases

of water power, and instru-

ments relating to the sale of

grass, trees or other produce
on roadsides or in planta-

tions, sewage farms and

vacant plots.

Leases of houses, land or'\
other immovable property,
provided that the rent reser-
ved does not exceed Rs 5,000
a month. This includes
leases of private buildings
leased for Governmenl pur-
poses.

By Chief Engineers, Superintending
Engineers and Divisional Officers.

¢ By Chiel Engineers, Superintending

Instruments connected with Engineers and Executive Engineers.

the reconveyance of proper-
ty given as security.

Agreement for the recovery
of fines on account of drift-
wood and other timber pas-'
sing into a canal.

Agreements relating to the By Exccutive Engineers.
loan of tools and plant
1o contractors and others.

Contracts and other instru- By the authorities

ments relating to house-  grant the advances.
building advances.

competent 1o

sale of water from Govern-

Agreements relating o thﬁ\
ment water-supply schemes,

By Chiel Engineers, Supecrinicnding
Instruments connected with } Engineers, Executive  Engineers,
the collection of farming of and Electrical Engineers.
tools at bridges or ferries or |
other means of communica-
tion provided by Gmrern-J
ment.

| L ]
Appointment letters of agree- By Chiel" Engineers.
ment with establishment -

other than gazetted officers.
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10,

K—In the Public Works Department (Electricity Branch)

Instruments relating to pur-
chase, supply and con-
veyance  or carriage of
malerials, stores and machi-
nery.

Instruments relating 1o the
execution of works of all
kinds connected with build- -
ings, reservoirs, embank- } By the Chief ineer, Deputy Chief
ments;and instruments relat- |  Engineer apd isi icers.
ing to the construction of
waler-works, the erection of
machinery power and tele-
phone lines and electrical
equipment.

Instruments connected with
the reconveyance of proper-
ty given as security. J

Leases of houses, land or)
other immovable pn:'perly.
provided the hiring of such
houses, land or property has
been sanctioned by compe-
tent authority. By the Chiel Engineer, Deputy Chief
{ Engineer and Divisional Officers.
Security deposit agreements
with the stafl entrusted
with the custody and handl-
ing of cash or stores. J

Agreements for the sale of By the Chiel Engineers.
encrgy with various Depart-
ments of the Government of
ndia, the Punjab Govern-
ment and local bodies.
Agreement for the sale of By the Chief Secretary to the Punjab
encrgy with Indian Staies, Government,

Agreements for the sale of By the Chiel Engineer and Divisional
encrgy with consumers  Officers.
(General, Industrial and
Bulk).
Agreements relating to  the
loan of tools and plant to
contractors and others.
By Divisional Officers.
Bonds for avctioneers and
securily bonds for the due
performance and completion
of Works.
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APPENDIX 11
(Referred to in paragraph 1.108, Rule 5)
Application Form

E.B. Form CA—
PUNIAB PUBLIC WORKS DEFAB.TMEHT, ELECTRICITY
BRANCH

Application for ring in the Examination in Accounts® of
Officers of ﬁ Punjab Service of Engineers (Electricity
Branch) for the year. ... ..

I. Full name of the candidate (in block letters)—
- May

2. Age onthe st day of — —_ _of the year in which to be
November

csamined
3. Name of the office in which employed
4. Date of joining the Electricity Branch——

Capacity

5. Date of appointment to the present post

6. Present pay and the scale of pay

7. Result of the previous examination [vide Rule 102)}——
8. Date of application— -
9. Date signature of the applicant —

‘ Recommendations of the Officer forwarding the application,

b i |

Endorsement No. . dated —0f the office of

the Executive Engineer, Division——

FORWARDED in original to the Chief ineer, Punjab, Public Works
Department, Electricity Branch, for f'naurE:l?dirpoul.

Executive Enginecer,
Division.

For use in the Head Office

Date of receipt in the H.O.
Remarks by C.0.
Orders by C.E.
H.0. Serial No. of the accepted application—
Entered in the Register of accepted application by—
Intimation of acceptance sent to the candidate through the Head of his
office,—vide letter No. » dated— .
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Bl B PRI
_— FIXED LN YEARS
1':. Descriprion FOR FAELERY. REmanixs
3 . N T -'I.. iy '1 .
e .o %
el i 3 el PR 3 i 2
3 T e R TR e
Pusiac Woms ACCOUNTS- rh'_f i
.'!:'::.41 1._!-' o
G2 o
‘Road Metal Rate Book . 10 Buildings and Roads only
o Lo
L 18 | Survey report of stores 5
Airt A et R e
i ?hi\ﬂwult 3
%§ o ’
! ngH_‘HH'
21 | Muster Roll 10
.
72 | Casual Labour Roll 10
23 | Measurement Book 15 The period of 15 years fixed
for the preservation of
Measurement Books co-
unls from the date of
lnst eniry
Standard Measurement Book These books are preserved
as long as they conlain
measurements of any
work in existence
24 | First and final bill 19 5 |Or, when relating to large
projects, 5 years alter
closing of the estimate,
whichever is later
75 | Running Account Bill A ({13 5
o
24 | Running Account Bill B 10 5
E
27 | Running Account Bill C 10 3
P
217-A [Running Account Bill(Lump sum| 10 5
Contracts)
271-B- | Final Bill{Lump sum Caontracls) 10 3
28 | Hand Receipts 1o ¥ | Or, when relating to largs
P , 5 years alter
closing of the estimates
whichever is laler
29 | Pay bill of work-charged estab- 35 :
: .. = !_w i :
i S A

Py —




App. ]

¥

APPENDICES

STATEMENT SHOWING THE MINIMUM PERIODS FOR
RECORDS IN THE BUBLIC WORKS ENT

AFPENDIX I
(Referred to in paragraph 1.59)

4
WHICH OFFICIA]
SHOULD

DEPARTM
BE PRESERVED
MramuM perion
o FIXED IN ::An
o. FOR PRESERVATION
of Description — I
Forms Original [ Copy
oF or
foil Copy
I’uir
Pusic Womks Accounts Fc-nj»
1 | Cash Book 20 20
2 | Imprest Cash Account 10 3
3 | Receipt for payments to Govern-
ment et k]
4 | Treasury remittance book 3
5 | Cash balance repori 3 3
& | Public Works C ler-
foils) heque (coun cr 5
7 | Indent and invoice lor stores 10 5
8 | Register of Stocks 5 5
Receipts
lssues
9 | Abstract of stock receipts 5
10 | Abstract of stock issues 5
11 |HaMf-yearly halsunce return af stock 5 5
12 | Half-yearly register of stock . . 5
13 | Acoount of receipts of Tools and
Plant s 5 5
14 ' Account of Issues of Tools and
Plant e 5 3
15 | Register of Tools and Plant 5
16 | Statement of Receipls, Tssues and 5 5
Balance of Road i

REMmanks

i




APPENDICES [App. III.
FIMED [N YEARS
FOR PRESERVATION
Ho. Description r—— REMARKS
of Original | Copy or
or C
foil i
- -, - _‘—;
* 43 | Cootractor’s Ledger 10 I‘Ii?l
4 | Detailed completion report , 3 | If any copizs are retained
15 . ot ok e " under any local orders
mm WwWor
repains
45 | Rejistery of Roveove realized,
Wﬁlmlﬂ ?
recoveries on  Ca
47 .t
A s::ml onls recoverablo in " 5 | Provided of the
ubgtmnn[‘mmn; h.'ll.nnulr:nq:umnﬂu
on date of destruction.
49 l:pﬂwﬂlﬂuufhuﬂdlnllmdr L
50 | Consolidated treasury receipts p Dividpnd"mudis n
Remitiance Book.
5] | Scheduly of monthly settlement 5
with treasurics
52 | Register of chequefreceipt booka 5 Adter date of record of last
completed copy [oil en-
tered in the ;
43 | Transler entry order 1
54 | Transfer eotry book 5
dobit 5 5
55 | Advice of transfer .
credit 5
56 | Acosptaince of debit 5
transfer
cradit 5 5
. 57 | Register of transfers awaited s| .
!\ 38 | Register of sanctions to fixed 5
i charges
19 Rﬁl‘d’ miscellaneous sanc- From date of complotion
:éfﬁ‘ %m'ﬁzh&u I Accoun - 5 Ditto
H'_ ‘_‘_ ki " m
iﬂ'—"-'m: 5 Divislonal record is in
& warks




ix

REMARKS;
Diitio
Ditto

i nwwmﬁﬁ wm

ﬂm

—

Mg FEOD
FIXED TH YEARS

A

— -

E™

il

5 | Imigation Branch only

=

FOR w&m

bz

10
10
10
10
10
10
10
10

10

Dcscription

with  estimated

PusLic WoRKS ACODUNTS
Indenture for secured advances
n[‘llllllugd\lﬂ"ll"ﬂﬁﬂﬂ
unused materials
of clearance of suspenss
-lmmll

works
soCount

Account
works

Registers of works—For “major
works

App. IIL]

30 | Account of Petty Contraciors

32 I Petly Works Requisition and
33 | Works Absiract A—For major
44 | Works Absiract B—For minor
35 | Detailed statement of materials
36 [Outtumn statement of manufacture

38 | Register
39 | Work slip (copy)

£l
”

g%

40

10
10

Register of Works B—For minor]

works

42 | Register of Manufacture

41




T8

9

B2

83

&5

B6

9

M

r

APPENDICES [App. IIL
MiMiMUM FERIOD
FIXED IH YEARS E
PREFERVATION
Description REMARKS
Original | Copy or
or copy
foil ] fail
PunLic Wosks ACCOUNTS
Forws—conlinued
Schedule of deposit Divisional record is in
: Deposit Register
Schedule of Deposils (Alterna- Ditto
tive form)
Monthly Account 5
Abstract Book The use of this Form is
oplional
Extract from Contracior's Ledger Divisional record is in
Ledger (Form 43)
List of accounts submitied to audit 5
Divisional Officer's report of scru- 5
tiny ol accounts
Register of interest bearing 10 Couating from the date of
securilies completion in all  res-
pects
Accouni of inlerest bearing The Divisional record is
securities in the register (Form 85)
Indent for service postage stamps| i
Annual certificates of balances 5
Register of measarement books, 10 After completion ol the
Part I, for ordinary book register
‘11" Standard measurement books | Perma-
\ nently
List of manthly Sub-Divisional 5
Accounts
Detailed list of—
A~ For major works, works 3
abstracts
B —For minor works pelly works)
requisition and accounls




App. IIL] APPENDJCES Xi
M M FERIOD
.| . mEEDIN YRARS
i PRESER VAT ION
No. - ‘
of Description —_— FoEMam x5
Formsl y
Origipal | Copy or
‘or (=]
foil foil
PumLic Wonks Accounts
Forms —contipued
€2 | Scheduje docket for percentage Divisional record is in
recoveries Transfer Eniry Inu
63 | Schedule of m'h expenditure 5
{(Office copy)
&4 | Schedule of works expenditure Divisional record is in
(Pair copy) | - copy «(Ferm Mo.
63 | Schedule of deposit works 5
66 | Schedule of Taccavi Works 5 | brrigation Branch only
Suspense
&7 ——— Register 5 Provided noog of the
Deposit 1 f ” : rlm
. of destruction
68 | Schedule of purchases Divisippal record in Sus-
pense Regisier
&9 | Schedule of purchases (Alterna- Ditto
tive formas)
Schedule of Miscellaneous Public Ditto
Works Advances
M | Schedule of London Stores 5 | Following the limit for
Suspense Register
72 | Schedule of debils to stock 5
T3 | Stock Account 5
74 | Classified abstract of e xpenditure 5
75 | Schedule of rents of buildings Divisional record is in tha
and lands register (Form 49)
debils
76 | Schedule of — -— Lo miscellan- 5
credits
cous heads of Accounts
debits
77 | Schedule of- to remit- 5

lances




xv APPENDICES [App. I}1.

MINIMUM PERIOD PIXED [N
TEARS FOR PRESERVATION
;r?:n Description e — Remarcs
Copy or
al or Codlnier-
Tail foil
VErnacuLan REconps
I | Yeroacularimprest cash book, .. L 'l
2 |Roznamcha of Zilladar and Patwari | |
3 | Register of Tawan Behi ¥ I|
; |
4 | Register of remission and addition 5 i i
and seasonal papers of Zilladar's ]
office
5 | Gauge register .. | Notio be des-
tro
& | Register of cloging oullets 3 1 I
7 | Challan for dak - 2 E
B | Register of chakbandi and shajrahs | After completion |
ol two settle-
1 ments |
% | Register of Tanazas i v |
|
10 | Pay bills of Patwaris . 1 T i
11 | Register of Dak e 3 [erigation
Branch only
12 | Delta Reyister .. | HNolto be des- 235
tioyed
13 | Register of shudkar 1
14 | Register of Patta books . 3 . |
15 | Maksha Mo, 13—A (Tesdiq and 3 A !
Taqsim Parchas)
16 | Register of Maqsha Ne. 15 . ]l
17 | Register of Kham and Pukhta 3
partal
18 | Receipts for Lambardari lees .. 5 'i
19 | Register Mo. J, parganawar ¥ 10 |
20 | Na hall-yearly submitted b |
Ih?%ﬁll«du?' iy ?
21 | Miscellaneous papers unimportant T3
filed in umscp
¢
22 | Warrant books 5 3 ]




X1ir

App. IIL.] ; APPENDICES
[ MiNIMUM PERIOD
| FIXED IN YEARS FOR
PRESER VATION .
No.
of Description REMARKS
Forms .
Original | Copy or
or copy
foil fail
PusLic Works ACCOTINTS
Fomms— concluded
95 | Register of miscellaneous re- 5
coveTies :
96 | Memorandum of Review of (These memos will be posted
registers io the respective registers.

97 | Register of destruction of record | Perma-

nently

%8 | Conflidential reporl on Lhe work
and conduct of Divisional
Accouniants

Office copies are nol lo be
kepl.

Note—The Audit Office has been consulted with regard to the periods fixed for the

prescrvation of Accounts forms.



kvl

STATEMENT SHOWING THE MINIMUM P
RECORDS TN THE ELECTRICITY BRANC

APPENDICES

[ App. 1L

ERIODS FORWHICH OFFICIAL
H SHOULD BE PRESERMED

Serial |Form Deseription
MNo. | No.
E.B.
Fonu|
CA—
1 | Indent
2 2 | Enquiry
3 1 | Purchuse Order
4 4 | Railway Receipt Register ..
5 5 | Stock Measurcment Book ..
6 6§ | Bin Cards
7 7 | Stock Receipls Abstract
] % | Stores Requisition i
9 9 | Stores Return Warrant
10 10 | Stores Transfer Warrant
1 11 | Stock lssues Absiract
12 12 | Stock Balance Return
13| 14 | Short Stock Report i
14 15 | Half-yearly Stock Relurn
15 16 | Stores Control Book or Card
16 17 | Stores Challans
17 18 | Storcs Price Fixing Card
18| 19 | Stores Classification List ..
Jo| 41| Sundry Charges and Allow-
| “wances Register |
I

REMARKS

MirMUM PERIOD
FOR
PRESERVATION
Years
Original | Copy or
or counter-
Toil foil
1o L1

3
5
5
15 15
2 I
A
s |
10 5
10 5
5

The period of 3
years counts from
the date of last
entry.

The period of §
years counts from
the date of last
entry:

Permanently
10

(C.A. 12 and C.A
13 have l,:d.t"mn
amalgamaled mnlo
C.A.12). )

PW.A. Form 12 is
being used for
the present.

The period  of 10
years counts from
the date of last
entry.




App. [ ] AFPPENINCES v
'MINIMUM PERIOD FIXED IN
YEARS FOR FRESERVATIONS
ftem Drsscriplion P L i
Ho, . Copy or
Original or counder- REmarxs
Toil foil
VERMACULAR RECORDS —concld
13 | Correspondence betwoen  Zilladar 1
and Palwaris
24 | Oullet Regisler Vernacular  and | Nollo be  des-
e Book -
25 | File of Circular Orders Ditto
26 | Tools and Plani Register s Ditto
27 | Miscellaneous Chakbandi, old Ditto
aod new
2§ | Register of bonus of Palwaris 5 z Irrigation
Branch oaly
19 | Recsipl and issue of Vemasoulsr 3l E
forms with Ahlmad
30 | Receipt and issue of coualtry i
slationery
31 | Punjab Governmeni Gareite, Verna-| In Divisions at
1
cular -
3 years and in
others, 20 years.
32 | Maqsha Mo. 13 (Receiptfor dis- 3
tribution of Purchas)
33 | Shudkar Khasrahs 3 unless for spe-
flll redsons &
onger PHH
is prescribed by
the Superinten-
ding Enginser.




Aviii ARPENDICES [App- I

MiNiMUM PERIOD
POR
PRESERVATION
Serial | F Dsscripti =
Mo. H'::q AcHphon _____.__{';-:’_-__ AEMARKES
Original | Copy or
foil foil
__-'E..n. o] R e i
PORM SALES—conrd. 1
C.5—
3| Kb) t dA The period of 10
mmnm e e p o
. W m v f““ will cnuul
ecuted) the date
dhm-
of the
consumer.
il 1 in.!.iunmd o \r Ditto
o) | APk Supply (Huecuted)| |
n Ud) | Agreement for Public Light- 10 . Ditto
ing (Executed).
M I(e) | Application and Agreement 2 Ditto
for Temporary Supply (Ex-
ecuted)
35 2| Service Register b o 5 The peried of lo
years countis (rom
1 the date of last
entry.
kL] 1 | Request for Establishmen! 3 3 After the consumer
' of CrediL. is disconnected
permansntiy.
Y] 4 | Justification Slip - 5 5
i 5 | Intimation of Acceptance of 3 3
Application.
w & | Intimation of non-accept- 3 3
ance of Application '
40 7 H Service Estimate (Sanction- 10 ;5 .M'l.u the consumér
ed) disconnected
gmut‘ly
L1 10 | Wiring Tesl Re-| 3 3 CS. 10 and CS5.
EMM'S *s Installa- ] il h:wd 'bﬁn
L 'm'h' a Lle n
Cs. 10, =
42 12 | Service Connection Order 3 3
4 13 | Meter Test Order 3 3
. 14 | Meter Change Order 3 3
. 13 _fmlﬂhnﬂhllﬂmu 3 ]
4 16 | Disconnecticn Order .. 3 3




App. 111.] APPENDICES xvii
Mpamus pEpion
POR
FRESERYATION
Serial| Form iption years REMARK
- g Descriptio ARKSE
Original | Copy or
or -
foil foif
EB. ' .
Fonu C.
A_
concld !
20 42 | Consumer’s Ledger 10
2] 43{b) | Consumer's bills for Indus- I* | *The period of one
trial Supply Year coumts from
the date of isgue
of  cach bill pro-
vided the bill has
not bl.lcnhi ispu
during this peripd
has been
paid o full. In
the case of dis-
puted bill, 1he
period for preser-
vation will be one
Year (rom the
date of jssue of
the disputed bill
or up to the daie
the final set-
tlement of the
i which
is later.
b 44 | Consumer's Cash Book 20 crer i ater
23 45 | Consumer’s Peon Book 3
24 46 | Abstract Retum 5 5
25 50 | Time Sheet 10
26 51 | Job Cost Sheet i11]
1 27 52 | Revenue Statement 5 5
28 53 | Estimate for cost of energy 1] e
required for local distribu- .
tion schemes (sanctioned)
29 34 | Consumer’s Receipt Bill Book 1
E.B.
] Foawu SALES
C5—
30 1{a) W ion and agreement 10 . The period of 10
ecuted). the date of
pPormancni  discon-
peclion of the
COfsumer.
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XX APPENDICES (App. 111

FOR
PRESERVaT]
Serial | Form Description o Yaars = REMARKS
Nu.| N, —_—
Original Copy or
or counter-
foil foil
E.B. DE'-"ELOPMENT—DDH::J.Q
Foru
CD—
concld
62 2 LmGSurm{Runu -1 10
63 k] Cnl‘lﬂllhr'ilmdﬂlu‘t | 10
g 4 | Irrigation Pumping Enquiry 10
(1] 5 | Preliminary Logd Survey 10
{General Supply),
6 | Consumer's Cost Sheet - 10
B
E'nu( WORKS
HPE
L% 1 Eslim&{ﬂmhlnﬁbﬂl] 3 5 - 5 years from the
i date of completion
! of the works,
] 4 | Comparative Abstract of 5
Tenders
L3 5 Eslimate (Single Sheet) - 5
0| Asc, Request for making extra 2 I
high and h:i;: Pressure
apparatug dead
| B-sC Switching Instructions 1 I
72| B-SC(q Permit o wark 2 1
73 B-5C(b) Ditto 2 1
4| e L ; 2 I
75| B—8¢ Caution Notice wih 2 1
T6 | D.85C.7 Danger Natice 2 1
7| W Geoeral 1 1
{notprinud}
78 | w0z Fault Report v |Perma-
. nent
7 | w3 Fault Register <. | Perma-
" 30 | weoe Daily Reportof the Working "°2* 3
orkin,
I' inTch;mumem ' 7




App. 1I1. ) APPENDICES Xix

1 Mirauus remion
! POR
[ PREAFRVATION
Serial | Form Descriplion ! Years REManks
No.| W, 1"" ——
{Qriginall  Copy or
i or counter
: foil foil
e P - i JI_ ST e =
F.B.
Fé‘_sl_‘_ SALES—cowncLD, F |.
47 “'rﬁ Reconnection Order ] k| ! 3
I
48 18 Sundry Jobs Order I 5 i 5
49 19 | Meter Reading Record ; [ 10 The period of 10
| years counts from
the date of last
entry.
50 20 | Meter Card G i The period of 2
: ¥ears counts from
l the date of last
{ ' PrY.
51 21 Meter Movements Card | 5 i The period of 5§
years counts (rom
| the date of Iast
entrv.
52 22 | Application Return {Monthly)| 3 3
53 33 | Connection Return (Monthly)|, 5§ k]
- | i
54 Comnected Load Register . 5 .. The period of 5
-y " o | years counts from
i i the date of last
i entry.
55 %5 | Motice regarding non-delivery 3 ‘ 5
of bill. r
36 2§ | Accessto Consumer’s premises| 5 5
57 27 | Intimation of Shut Down .. 3 - From the date of
| shut down.
58 29 | Meter Scaling Record . 5 3
1) 30 | Caution-Electric Wires  and - ]
Apparatus.
60 31 | Motice to disconnect " 5 5
DEVELOPMENT i
EB.
Form
CD.
6l 1 | Load Survey (Urban) | 1o




Xt APPENDICES | App. 111
MinmMuUM FERIOD
FIXED IN YEARS FOR
FRESERVATION
Itl?l,n Description —_— REMARKS
y Original | Copy
or foil or
counler-
fail
GeNERAL FoRMS PRPSCRIBED BY
THE Purmiam OoVERNMENT AND
OTHER RECORDS OF A OFEMERAL
HATURE
1 | Givil List 1
2 | Station Dak Book 1 U.F. No. 20.
3 | Daily Weather Reports o |
4 | Journal of the occupation  apd 2
duties of oflicers
5 | Annual indents for estimates b
of English Stores
6 | Divisional Officer’s indent for 2 AGOF. 149
printed forms of accounts Routine,
7 | Indent for cheque books ] LB. cnly.
& | Application lor sanction to ‘ﬁl‘- i Stereo LB, No. 7
chase European Stores in | and Steito  B.
and R.No. 4,
9 | Memo. of work done and material 5
supplisd
10 | Stock book of manual and general 3
forms
11 | Public Works Department Code |, Latest edition
only to be re-
tained
12 | Defaulter's beok 20 1. B only.
13 | Circular [iles of Superintending 20
Engineer |
14 | Circular files of the Punjab and | Tg be retained! |
the Ceatral Governments, Chiel | permanently
Engineer, Public Works De-
partment, Accountani-General
Punjab, = and other Provincial
Governments
15 | All records relating to claims  of
| service, such as Personal Ftl:u' !
Service Qualifica
Recommendation  Rolls, Cha-
racter  Sheels, etc., of gazetted




App. II1. ) APPENDICES xxi
[ M Perion ;
FOR
PRESERVATION
Serial | Form D=scriplion '}:,; B
No. | Mo — REMARKS
Original| Copy or
| or | counler-
’ i foil foil
WORKS —coNcLD
E.B. Foru C.D.—roncld
f] | W05 |, Weekly Telephone Battery 1 I
Report
B2 | W-06 | Patrol Book 3
1 | W07 | Weekly Report  (stationery I i
batteries of 120 cells and
under)
&4 | W08 | Equipment Maintenance | Perma-
Register nent
#5 | W-09 Line Maintenance Register Do
86 | G-Sc(a) Duily Log Sheet  Shalamar 5
Receiving Sﬂ-;m s
87 | G-Scib)| Daily 1 amiar 5
) Reﬂivikﬂ Station 11kY.
Swilch rd and synchro-
nous Candensers )
88 | G-Se(c); Daily Leog Sheet Amritsar | 5
Receiving Station
£y G—Sﬁbl| Daily Log Sheet (Generul) - . 5
99 G-St[c}J Daily Log Sheet Shanan  Po- 5
wer House 11kY. System
9] | G-Sc () Daily Log Shee Shanan 5
Machine Room
42 | G-Sc(g) | Daily Log Sheet Shanan 66 5
kY. Sub-Stution
93 | W-0-16| Daily Log Sheet 31kV. Sub- 5
Station
94 | W-0-17 | Daily Log Sheet 11 KV, Ring | 5
Sub-Station
ESTABLISHMENT
95 | A-l Report cn the conduct and 1
quir‘l_lifi{:alioru of Divisional I X _ -
Oiicers per ilem .
96 | A2 Report on the conduct  and l 15 under General
qualifications of Enginocers Forms prescribed
97 | A2 Annual Report on the  quali- by Punjab
fications of Clerical  and Government,
Drawing Eslablishment ]
98 | A Annual Report on Technical i)
non-gazetied stall




XXiV

APPENDICES [ App. IIL
MNIUM FERIOD FIXED
IN YEAR S POR PRESERVA-
TION
ltem Deescriplion REMaRKS
Mo.
Original or Copy
Tl or
counter-
foil
Gergaar Foums prescrisen wy
THE Putuan GOVERNMENT AND
OTHER RECORDS OF A OEMERAL
HATURE—conid
=
23 | Pumjab Governmen! Gazelle IL Divisions al
ters of the Cir-
cle Office 3
years and in
others 20 years
24 | lmigation Branch Memo Files M0 years in Di- 25 | hrigativn  Branch
visional Offices only.
and anent-|
ly in Circle
Offices
25 | List of surplus stores : 1 !
Circle Irrigation Operation state- 3 LB. oaly. Sterce
ment LB. No. 268,
Circle and Divisional hall-yearly 3 | 1. B. only.
kharaba report 1
Divitional and Circle monthly 1 Stereo 1. B. Mos.
narmative progress report 184 and 185,
19 | Records of experiments and obser- | Mot to be des- 40 | I.B. only.
valions a to the progress
report
30 | Indent for special forms i
1] | Indent for standard forms » 2 Stereo 1.B. No. 274
and Stereo B. and
R. MNo. 69
32 | Commespondenco and indents  for 2
English stationery
33 | Check measurement statemonts . . 2 LB. oaly. Sterso
LB. No. 307
" 34 | Distributary discharge statement Nt:::dh des- 40 Ditto
35 | Note-books = .. | Wyears. Ex- .. %) LB only.
be noted in|
and placed in
Tiles @
36 | Dischargo books i Ditta}] Ditto




App. 111. ] APPENDICES

| T

MiNIMUM FERIOD Fixen
IN YEARS FOR PRESFR Y A-
TION
ltern D{'!l‘l'iplkr.'lﬂ - - - —— utn,q,!.;

N, :
Drriginal Copy or
or foil counler-
i foil

Gememar Foams ruescrinen BY
! vHE Punias GOVERNMENT kD
OTHER RECONDS OF A GENIRAL
NATURF— confd

15— | and non-garelled, permanent
conchi | and temporary establishments

(a) Who have retired permanently, 10
of on completion of thirty
¥ears' service, or on reaching
the age of superannuation

(b} Wha have left service for any 13
other feison, voluntarily or
compulsorily

1) Who have died 3

16 | Handbook of circulars and general On_new edition
orders and Civil Service Regu- | being issued one
lations  and Punjab Financial | copy each of

Hand k the old editions
Books to be kept for
reference in Cir-
cle and Divi-
sional Libraries
and the remain.
ing copies des-
troyed
17 | Public Works Account Code Farm Diitto
Book
18 | Annual progress report on arbori- Dt
' culture !
19 l Public Wirks Department Classi- | Copies for per-
i Tied List sonal use to be
destroved when
new  editions
issue
20 | Ammy lists i 1
21 | Yearly list and distributicn rclyin | One mj:'{dlu be
of b Irrigation Branch preser in
Pﬂﬂjl “ Cil‘l:ll: and D‘}'_
visional OfTi-
ces
22 | Receipts and Despatch Registers 40
ﬂ:ut; official and non-official)




APPENDICES

ltem
Mo.

53

Dusvriphion

GenenaL FoRMS PRESCRIBED BY
THe Pumias GOVERNMENT AND
OTHER RECORDS OF A QENERAL
HATURE—Conld

Report of Inspection of the  Divi-

53
56
51

38

39

(318

62

63

sional Office by the Superintend-
ing Enginger and the Accountant-
General, Punjab and corres-
pondence relating therelo

Quarterly Pestal Guide

Quurterly Telegraph Guide
Counterfpils of Telegraph measages

Classified list of State Railway Es-

tablishment and Distribution
Return of Establishment of all
Railways Railway Departments
{Railway Roads)

Attendance Register

Government of India Gazette ..

Counterfoils or passes of permis-
sion to occupy Public Works De-
partment Rest-houses

Annualstatement of inferior pen-
sionable servantsin service on
Ist April

Station correspondence bock be-
tween the Divisional Officers and
Sub-Divi iopal Officers.

Nil forms
Composition Passes

*Smallsize Note-bocks

MiMiMUM PERIOD FIXED
IN YEARS FOR PRESERVA-
TION

Copy
Original or
or foil
foil

]

[=

*Note-books containing unimporta

cognier-

[ App. I1L

Resanks

Standard 1.B. Form
Ma. 11 and Sterco
B. and R, Mo, 61.

B.and R.only.
Ditto
Ditto

Ditto

Buildings und Roads
and 1.B. only.

For Workshops of
Irrigation Branch.

Building and Road-
only.

Stereo B, and R,
Mo. 87.

B.and R.only.
Ditto

Ditto

Ditto

Ditlo

nt data need be recorded for more than & year

and may be at theend of this period after they have been carefully examined b y
A el Oltiosts. Y



App. 111 ] APPENDICES XXV
! MUHIMUM PERROD AXED
LN YBARS FOR PRESERVA-
TION
= 4
I:I‘:! Deseription i NI R EMARKS
, Original or Copy or
foil lcounter-
| foil
i 'E;:;fmus'p;}';ﬁ_“_ Sk T
THE Purtas GOVERMMENT AND
I OTHER RECORDS OF A GEMERAL
| MATURE—contd
a7 | Level and field books Neverio be des- 40 LB. only,
i troyed
18 | Correspondence regarding indents 2
for rubber-stamps
19 | Half-yearly Irrigation Operation 20 LB. only. Steres
statements I.B. No. 263-67.
40 | Half-yearly Form No. ¥V 3 LB. only. Sieres
. B. 5.
I | Monthlylists of unanswered refer- 1 Stereo ?n{ Nos.
cAces I.ID. 130 and
and Stereo B. and
R.HNo. 1.
42 | Correspondence regarding Hot 2
Weather Leave
43 | Correspondence regarding Hut 2
Weather Establishment
44 Correspondence: egarding promo- 2 !
! tion recommendation rel.
of permanent and tcmpﬂrny
establishment, etc. Lellers for-
| warding and acknowledging
] receipts of P.R.roll books. etc.
45 lmm:uml of Palwaris 5 LB. only.
46 | Hall-yearly Form No. V1 1 Ditto
Hall-yearly Form Me. VII] " Ditlo
48 | Transfer of Divisional and 6 Sterec B, and R.
| "Sub-Divisional Offices No. 80.
49 | Telegraph receipt s and despaich 3 Stereo LB, Nos. 153
regisiers and 194.
30 | Gauge regislers Mot to be destroy-| . LB. only. Stereo
ed LB. No. 211
51 | Gauge Cards 6 months  from
the date to
| which the card
relates
52 i‘.cpoﬂd‘lnspmm of the Sub- 5 Standard 1.B. Form
Divisional Ofice by the Divi- Ho. 313 and
sional Officer and correspondence Slerooc  B.AR.
relating thereto Mo 11.




XXViii APPENDICES [ App. III.

MiINIMUM PERIOD FIXED
TH YEARS FOR PRESERY A
TioN
Iiem Description
No. — REMmanks
| Original or Copy
! foil B Or
| counter-
| oil
GEMERAL FoRMS pRESCRIBED m'r_ - ==
THE PUNIAR GOVERNMMENT AND
OTHER RECORDS OF A GENERAL
HATURE—aonld
79 | Correspondence r:rrdh‘ miner | 5. Latest edition A B. & R. only
works annual and petty repairs only to be re-
taingd
80 | Gazetteors .. | Permanently i Ditto
81 | Printed List of periodical returns | 5. Latest edition .y Diitto
duato and from Divisional and only Lo bere-
Circle Offices tained
82 | Punjab Famine Code s Dinte in Ditio
83 | Army Regulations, India - Ditto i Dito
84 | Official report of the Punjab Legis- 10 . Ditto
Iative Assembly Debates and In.
dices thereto i
85 | Sounding Register of Bridges .. | Not to be des-
troyed
86 | Probing Register e Ditto
§7 | Lime Test Register - Diuo
8% | Register of river training Gauges Ditto
89 | Register of soundings al  Head- Ditto
works
90 | Register of trees .. Dilln
91 | Stone Register " 10
52 | Monthly Rainfallstatement . 3 i r .B. only,
93 | Moanthly share statement of Bika. 10
ner State
94 | Ten days share statement of Patiala 10
State from the Sirsa Branch,
Western Jumna Canal
95 | Register of Lambardari Fees | 3
96 | Register of Remission S 3
97 él:tmnt of mileage of channels 10
98 | Report of daily supplics in Patiala 10
Division to 'Ihegl-&ltlej.mﬂu ]




APPENDICES

App. 1IL. ]
_I__ = s i
I
flem Pescriplion
No.
! GeNerAL FORMS PRESCRIBED BY
| THE Punian GOVERNMENT AND
OTHER RECORDS OF A OENERAL
HATURE—conid
66 | Director-Generalof Stores Rale
| Lists, Classes Ala G
&7 | Annual Reporl of the Working
of District Boards
68 | Divisional Progress Reporis

69 | Annual report of the Working of
' the Public Health Administra-
tiom in the Punjab

10 Registers of tenders received

71 Tenders avcepted

MINIMUM PERIOD FIXED
IN YEARS FOR PRESERVA-

TION

Original or
loil

T2 | Tenders unscoepled
’

T3 | *Transicr, cic.. Orders

74 | Divisional Officer’s acknowledg-
ment of responsibility

75 ! Road Inspecicr’s Mote-book

76 | Annual Admnistration Report of
the Railways in India

17 | Annual report on the working af
Municipalities

78 | List of olficers occupying public
huildings (copy)

Completion of
the work or
subject 1o the
EXercise ol
audit check
whichever is
later

Copy
or
counler-
foil

XXVil

REMapks

B.and R._only.
Diitta

and H.
and 52.

Stereo B.
Mos.

Ditio

5l

Steren B.and R.
HNo. 3 snd Stcreo
I.B. Nc. 418,

LB. only.

Ditig

B.and R.only.

Ditto

Ditto
Dinto

Dyt

it

* May be retained longer at the discretion of the Head of Office.



xx APPENDICES [ App. IIL
MINIM g FERIOD FIKED I
1IN YEARS FOR FRESERVA-
TIoN
I{tlﬂ Description ——— e e —— ] Revapys
o,
Orniginal Copy |
or or 4
foil counter-
foil
GenERaL Fonss PRESCRIBED BY
THE Purgas GOVERNMENT AND
OTHER RECORDS OF A OENERAL
MATURE—cone
104 | Applications for employment 2 (1) Only for Irriga-
ticn Branch.

(2) Original certili-
cales wherever
found are 1w be
returned o the
applicants.

105 | Headworks Log-book Permanenily . . Irrigation  Bramnch
only.

P s et




9

100
m

102

103

APPENDICES XXix
S S
MINIMUM PERIOD FIXED
1M ¥EARS FOR PRESERMA-
TIOM ‘
Description e REMARKS
Original Copy
ﬂr. ar
foil counter-
foil
General FORMS PRESCRIRED 1]
mip PUrSAR GOVERHMENT AND
OTHER RBCORDSOF A GENERAL
HA

T:ndl:ﬂmnlutnmﬂltnu- 10 For Sirhind Canal

tional Turn in Day cuscCs only.

MI'IMHIW il ]

Subordinate's Outlet Note-book 5 1. B. only. The
Fﬂ'ﬁﬂ‘l te count
vom the date of
submissi of the
note-book  to_ihe
Divisional  Office

. for record.
miﬂﬁurpmgrusand instruction| 5 | Provided the Sub-
Divisional OfTicer
certifies  that ©o
claim Thas
put in during the
preceding 1 years
{ Buildings
nmdsnnl{l-
Originals of intand paid telegrams Three months Only for rrigation
I'rnmt_hcmonlh Branch
following that offices open to the
during which public.
the telegrams
were  handed
in or the period
to on#e
moath after
check by the
Inspection
cer at the time
of local annual
accounts _in-
spectionof the
Division by
the Accountant-
General which-
ever period i
longer of the
two. If how-
ever application
is made by an
interested party
prior to des-
truction the pe-
roid of preser-
vation shall be
extended asin-
dicated in rule
13 oftheRules
for dealing with
id telegrams
rom the
public.




XXXil APPENDICES [App. III.

—_I MiMIMUM PERIOD FLXED
N YEARS FOR PRESERVA-
TN
[tem| Description e REMARKS
Ho.
Original or Copy or
foil counter-
foil
A OO0 UNTS #ml.uu r;umunn : 3 L
THE PUNIAB GOVERNMENT AND
'[ OTHER ACCOUNTS RECORDS—
eonrd
10 | Daily reports - 10 i Stereo L.B. Mo, 217
[
11 ter of sanctions and appro- 3 v B.M. FormNo. 26.
priations
12 | Supplement to Sub-Divisional 3
Stock Register
13 | Divisional Stock Sub-lLedger .. 5
14 | Civil O Bicers'abstract of receipls i 5
and disbursements
15 | Civil Officers” Cash Book . i 0 I.B. only.
16 | Monthly return for stores pur- o 3 | Stereo I.B. No. 29.
chased
17 | Statement of payments made in ]
England
18 | Treasury Pass Book .. 3
19 | Supplement to balance return  of 5 i Stereo LB, No. 323
Tools and Plant
20 | Expenditure against  Budgel i 5 B.M,. Forms Mos,
grants 31 and 40
21 | Sehedule of General Provident . 5
Fund
ist k . »e 5 I.B. only. Steren 1.B.
22 | List of peity works 1 g
23 | Register of sanctions to estimates 5
24 | Capital and Revenue account of ‘e 5
buildings
25 | Abstract of establishment charges . 5
25 | Vouchers for Lambardari fees paid 10 i 1.B. only.
by Civil Department
27 | Correspondence relating 10 To bedestroyed
accounts documents when  docu-
ments are des-
i
ed th:ir con-
taln o Stand-
ing 5 ELC.
¥




App. 111.] APPENDICES XXxi
MINBEIM PEROD FIXED d
I YEARS FOR PRESERVA-
TION
lTtem Diescripuion - == e Remanks
N,
Original | Copy or |
or counter-
foil foil
AccounTs FORMS PRESCRIBED BY
THE PurIAB GOVERMMENT AND
OTHER ACCOUNTS RECORDS
i | Letters authorizing Treasury Offi- 7 | I. B. only. Stereo
cers to afford credit to Sub- I. B, No. 181.
Divisional Officers
2 | Pay Bills 33 years Stepen AG. Noo
in the 74 (b).
case of
Govern-
meni
servanis
for
whom
no eslab-
lish-
ment
returns
are sub- |
mitted
and no
service
boaks or
service
rolls are
mainiain-
ed and
6 yeais
in other
cascs
3 | Statement of Income-lax - 2
4 | Billfor travelling allowances 3 Sterco AL G No. 90
{lor ted
Officers) Stereo
A.G. Mo. 80 (for
Gazetted Officers).
5 ll:onu'n;enl Bill 3 5 Stereo A.G. Moo
97 (h).
& | Application for re-appropristion 2z
7 | Civil Officers’ billfor Public 10 5
Works
# | Reports of expenditure on contri- R 2
bution works
9 | CivilOfficers* application for funds| 2 l




L ———————

4]

42
43

45

47

B T & L0 I ' i

Register of service postage stamps

Account Book of Stationery

Printed Budget Estimates of Civil
Works and repairs ( Provincial)

Account Book for receipt and
consumption of fuel, wood, coal,
etc., foroffice fires

Sanctioned estimate and connected
cormespondence for repairs and
carriage of Toolsand Plant

Santioned estimates and connected

cormespondence for new supply
of Tools and Plant

Account Book of dusters, [ile
baskets, wasie-paper  baskets,
duk bags, eic.

Transfer report of Accountants . .

-]

50 | Sanctioned estimute and connected

Inwpice of English Stores

correspondence for (—
iy mln.u.lldl:tplrs o Buil.dinli

{ii) Special repairs lo
J nd Roads with _plans, il‘ any 1
'lulll Himr works in f
with Buildings and Roads with
plans, il any

LML (=11 PP
should be kept
for ever

(]

LE]

FEES

but  n

Steren 1.B. NMo. 9%
and Siereo B. and
R. No. 6.

B. and R. only.

Ditto

B.and R. only.

Ditto

B. ird BR_owrly.




Davinder Bajaj

App. TI1.) APPENDICES XXxiii
MraMus  PERIOD  FIXED
[N YEARS FOR PRESERVATION
o S e
; Original | Copy or
or counler-
Toil i fail
| |
AccounTs FORMS FRESCRIBED]BY
THE Puroan GOVERMMENT AND
omiEr.  AccounTs  RECORDS—
contd
28 | Budget files, Circle Offices 3
29 | Budget files, Divisional OfTices 5
30 | Rate liss Ovders o be
by S.Es.,
in cach case
31 | Counterfoils of work orders 7 years from | Stereo B. and R
date of return MNo. M
to office com- Storeo LB. No. ¥
pleted or date Sterco 1B 9
of last claim il
subsequent
12 | Bill books 5 ycars from LB. only.
date of last | LB. No. 311
entry
33 | Schedule of raies 20
34 | Office ics” of mill reat bills. | 6§ years from LB. only.
oils of mill rent bills Steren 1.B. No.
; 262
35 | Revense Form Mo. VI—Monthly ] 1.B. oaly. Sterco
Statement showing waler rates L.B. No. 36.
kT Mml:urnﬂo \ru—umh Jfln IB. oaly- Slereo
Statement of Demands, Remis- te of g last] I.B. No. 58.
im-ﬁmlillinliul‘“m eniry
37 | Working Statistics and Adminis- | In _ Divisional
tration Reports Offices after 10
InCircle
lbpuﬂlhn-
tained perma- i
nently
k! relating lo dis- 7
cases of contractors
19 | Correspondence regarding estimates! After 5 After 5 .B. only.
chargeable to maintenance and | but aﬁ: years
repas should be kept}; but  in
for ever case of
cslimates
40 years
p, A et




liem Dieseription

APPENDICES

MINIMUM PERIOD FIXED IN
YEARS FOR PRESERVATION

Copy or
counler-
l fuil

Original or
il

| Accousis Forms pRESCRIBED BY
rHE Pumias GOVERNMENT AND

OTHER ACOOUNTS RECORDS—
contd

40

Correspordence regarding estima-
tes for tools and Plant

|

4] | Register of service postage stamps

Account Book of Stationery

Printed Budget Estimates of Civil
Works and repairs { Provincial)

Account Book for receipt and
comngumplion of fuel, wood, coal,
eic., for office fires

45 | Sanctioned Hli.l!-'klt;_: and cuﬂ:ﬂﬂeﬂm
correspondence for repairs a
carriage of Toolsand Plant

Santioned estimates and connected
cormespondence for new supply
of Tools and Plant

47 | Account Book ol dusters,

baskets, wasie-papsr
| oduk bags, enw.

file
baskels,

4% | Transfer report of Accountants ..
49 ¢ Invoice of Englsh Stores
1
50 | Sanctioned estimate and connecieal
cor nce for (—
1i) Annual Repairs to Buildings
and Roads i
{ii) Special repairs to Bulldings
and Roads with plans, il any
(iii) Minor works in connection
with Buildings and Roads with
plans, il any

— T g———

Aler 5§ years
but  estumale
should be kept |
for ever

After §
B |

L in
case of
estimalcs
40 years

L]
LA

(4]
LA

[£¥]

| 10
‘ Dritto

In cascs
involving
acquisi-
tion of
L.nnd to
pre-
served [i
ever and
in others
o be des-
troyed
after 40
VEATS

[App. ILHL

REMARKS

I.B. only.

Stereo LB, Mo. 96
and Stereo B, and
R. No. 6.

B. and R. only.

Dt
B, amnd K. anly.

Dittw

B. it Hoarly




App. 1IL]

APPENDICES xxxiii
MoaWuM  PERIOD  FIXED
TH YEARS FOR PRESERVATION
Il::‘ Diescription REMARKS
Original | Copy or '
ar
foil foil
ACCOUNTS FORMS PRESCRIBED] WY
THE Puroas GOVERMMENT AND
OTHER ACCOUNTS  RecomDsS—
28 | Budget files, Circle Offices 5
29 | Budget files, Divisional Offices .. L ¥
30 | Rate lists o mb?&g;,
ﬂ each case
31 | Counterfoils of work orders T years from Siereo B, and
date of return Mo. 34
to oflice com- LB. Mo. @
pleted or date Stereo LR, Mo, 9-A
of last claim if
subsequent
32 | Bill books 5 years from . I.B. only. Steren
date of last LB. No. 311.
colry
33 | Schedule of rates 20 )
34 | Office ies? of mill renl bills. | 6 years from i LB. only.
Counterfoils of mill rent bills the completion %ﬁnll.ﬂn.
33 | Revenue Form No. Vi—Monthly i I.B. only., Sicreo
Statement showing water rates L.B. No. 56.
realized
36 | Revenue Form MNo. VII—Monthly | 3 from the IB. onoly. St
| Statement of Demands, Remis- te of 4 last] LB. No. 58.
sions and realisations of waler
rates
37 | Working Statistics and Adminis- | In  Divisional
tration Reports Offices after 10
years. InCircle
Odfices [
should  be re-
tained perma-
nently,
32 | Commespondence relating 1o dis- 7 5
puted cases of contractors
39 | Correspondence regarding estimates! After  § After § B. only.
chargeable to  maintenance and | but :ﬂﬁa years
repairs should be kept) but  in
for ever case of
estimates
40 years




XXXVi APPENDICES [App. IIL

MINIMUM PERIOD FIXED
IN YEARS FOR PRESERVA-

TIOH
Ltem Description ——— ! SP—— REpMaRKs
No.
Original Capy of
or gounter-
foil foil
Accounts FoRmd PREICRIBED &Y |
THE PumiAs GOVERNMENT AND
OTHER ACCOUNTS RECORDS—
Concld
64 | Journal for jobs execuled at the 3 - )
Warkshop l
65 | Timeshects - 3
66| 1 Cost slip and 4 Workshops 5
warranis
67 | Invoices 5
68 | Work Order Register (Small) 7
69 | Material allocation sheets 5 | 3
70 | Stores Indents e 5 2
71 | Purchases Day Book i 5 - t
72 | Sales Day Book . 3
71 | Journal .. 20 s For Supeninten-
dent Central
74 | Debtors Ledger el 20 W_uri_.il:up:
Division, only.
75 | Creditors Ledger v 20 .
76 | General Ledger ; 10 .
77 | Invoices Register Ij ]
78 | Stores Ledger i 5
79 | Second Hand Tools and  Plant 5
Register
80 | Goods reserved shests Ry 10 K J
1

Note.—The Aundit Office has been consulted with regard toJthe period fixed

for
preservation of Accounts Forms.




App. IIL APPENDICES XXXV
] M M PIRIOD FINED
N YEARS FOR PRESERV,-
oM
lem) Drescripiion Remanks
Ne. [
Original Copy ar
or Counter-
Loil | foil
ACCOUNTS FORMS PRESCRIBED BY '
THE PUNIAB GOVERNMENT AND
OTHER  ACCOUNTS  RECORDS— J
rontd |
{iv) Major works in connection 5 For ever
with Buildings and Roads with
plans
51 | Famine Accounts, Initial Accounis 5 B. and R. anly.
52 | Famme Maib-Tahsildar's Cash L 4 Ditto
Book
53 | Contract Agreemenis 10 B. and R. only,
Nos. 28,
29 and 30, eic,
54 | Mill Leases 7 years afier LB. anly,
Ll
55 | Brick burning agreements
36 ' Renlal agreements for land or kiln Ditio Ditio
| :
57 | Agreement concerning sale of Ditto Ditto
wood from canal plantation
58 | Work Books 20 B.and R. only
59 | Last pay certificale “ii 2
60 | Correspondence regarding  objec- 3 I
tionable items statement
61 | Credit noles 5 From the date :ﬂi’
in the book.
62 | Regi f unpaid wa 5 lrrigation  Branch
2 egister of unpaid wages .. 'lllfi!v The
L]
is 10 be counted
from the date
g ion of
63 | Public Works Department  Rest 3 Buildings and Roads
House Visitors book (Stereo B. Branch only. The
and R. MNo. 88). period Pf' Itﬁ
’ﬂﬂ 5 (o
counted from
the date of
of
the 5




APPENDIX 1V
(Referred to in paragraph 1.165)

List of Periodical Returns Printed separately

xxxvii



